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Delegating and Revoking (take back) Your Worklist in TA Overview 

This document provides the step-by-step instructions for delegating and revoking your worklist to another 
person or Proxy, who can then approve or deny designated HCM transactions on your behalf. 
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Delegating Your Worklist 
The steps below provide step-by-step instructions on how to delegate your worklist: 

1. Sign into Cardinal and access Cardinal HCM. 

2. Navigate to the Manage Delegation page using the following path: 

Main Menu > Self Service > Manage Delegation 
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3. The Manage Delegation page displays. 

4. Click the Create Delegation Request link. 

 
5. The Create Delegation Request page displays. 

6. Enter the From Date.  This is the date you want the delegation to begin. 

7. Enter the To Date.  This is the date you want the delegation to end. 

8. Click the Next button. 
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9. The Create Delegation Request – Select Transactions page displays. 

10. Select the transactions you want to delegate by clicking the check-box next to the item.  Typically, 
check all available selections so the proxy can view and approve time and absences and make 
adjustments if needed. 

11. Click the Next button. 
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12. The Create Delegation Request – Select Proxy by Hierarchy page displays. 

13. Cardinal allows the option to choose the employee delegation within your hierarchy.  To do so, click 
the Indicator next to the employee’s name.  It is recommended that you delegate to a peer or an 
approver above you, not to a subordinate that reports to you even if this person has the approver 
role.  This will avoid a circular workflow issue with your own time, which you cannot approve. 

14. Click the Next button to access the Create Delegation Request – Delegation Detail page.  

 

15. The name of the Proxy displays. 

16. Click the Submit button. 
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17. A message displays confirming that you have successfully submitted a delegation request.  The 
proxy (person to whom you have delegated) must accept the request. 

18. Click the OK button. 
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Revoking Your Worklist  
The following steps show you how to revoke (take back) your worklist. 

Note: Delegations will automatically expire on the To Date selected.  Revoking is only necessary if you 
want to take back the worklist prior to the To Date. 

19. Navigate to the Manage Delegation page using the following path: 

Main Menu > Self Service > Manage Delegation 

 
20. The Manage Delegation page displays. 

21. Click the Review My Proxies link. 

 
22. The My Proxies page displays. 
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23. Click the check-box next to the transaction(s) that you want to revoke. 

24. Click the Revoke button. 

 
25. Click the Yes – Continue button to confirm. 

 
26. Click the OK button. 
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